
 

Apply for a VT 
Educator License 

 
 

 
The Vermont Online Licensing System 

for Educators 
 



Are you ready to apply?  
A complete application includes 

1. Resume  
2. Official transcripts sent to the Vermont Agency of Education  

• Mail: Vermont Agency of Education,  219 N. Main St. Suite 402 Barre, VT 
05641 

• Email: aoe.transcripts@vermont.gov   
• If your college does not place the recommendation for  licensure on the 

transcripts, a letter of recommendation from your institution’s licensing 
officer 

3. Copy of license held in another State (if applicable).  
4. Submission of test scores (if applicable). All testing requirements 

must be met before you submit your application.  
5. A request for a Criminal Record Check or an Authorization to 

Release from a Vermont School District. (This is part of the initial 
application.) 

6. You will need a credit card or electronic checking account to 
complete the application process. 

mailto:aoe.transcripts@vermont.gov


Resources to support your work 

• FAQs Reciprocity NASDTEC Interstate 
Agreement 

• Link to online system  
• List of endorsements / instructional levels 
• Testing Requirements 
• Technical Assistance: 

aoe.alisedlicensing@state.vt.us 

Do not use Google Chrome to access the system and apply for a 
license. It is NOT compatible and will not work. 

http://education.vermont.gov/licensing/become-an-educator/reciprocity
http://education.vermont.gov/licensing/become-an-educator/reciprocity
https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx
http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf
http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf
http://education.vermont.gov/licensing/become-an-educator/testing-requirements
mailto:AOE.AlisEDLicensing@state.vt.us


• Connect to 

 

• Candidate needs to ‘click here’ next to ‘Never held an Educator 
License in Vermont?’ 

 

Beginning the application process 

If you receive a: 
SSN not unique 
error message 

https://alis.edlicensing.vermont.gov/login.aspx
https://alis.edlicensing.vermont.gov/login.aspx
https://www.youtube.com/watch?v=W1WZeARGIC4&list=PLaXzAQwtzpj7JtNrBlFXbQyCIP0hbSX5b&index=6
https://www.youtube.com/watch?v=W1WZeARGIC4&list=PLaXzAQwtzpj7JtNrBlFXbQyCIP0hbSX5b&index=6
https://www.youtube.com/watch?v=W1WZeARGIC4&list=PLaXzAQwtzpj7JtNrBlFXbQyCIP0hbSX5b&index=6


Complete the initial  registration 

5 Click here 



Verification you are registered 

An email will be generated from the Online System       
(vt-aoe-message@state.vt.us) and sent to the email 
address you provided. This confirms your registration. 
Check your spam folder if you do not receive the email. 

mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us


Once you complete the initial user registration, you will be 
routed immediately into the application process. You will 
see the next slide, Initial Licensure Application Preliminary 
Questions. 

OR  

If you need to log back into your account to  

complete the Application, log into your  

account and choose Apply for New License. 

 

Before / during the application submission process: 

Have required test scores sent to Agency of Education  

Have official college transcript(s) sent to AOE 

(electronically to: aoe.transcripts@vermont.gov)  

 

Applying 

**COMPLETE 
BEFORE 

APPLYING 

http://education.vermont.gov/licensing/become-an-educator/testing-requirements
mailto:AOE.LicensingInfo@state.vt.us


Preliminary Questions 

All OOS License holders 



Review & Update Personal 
Information 

 

Save! 



• You will be prompted to complete the following 
information: 
 

 

 

 

 
• The rest of the criminal record check process is 

completed via your ‘checklist’ when you submit your 
application. 
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If you have not had a  
Criminal Record Check completed by the 

Agency or a Supervisory Union 



If you have had a  
Criminal Record Check completed by the 

Agency or a Supervisory Union 

•You will be prompted to complete the ‘CRC 
Information’ section. The rest of the criminal record 
check process is completed via your ‘checklist’ when 
you submit your application. 



License and testing requirements 
• Under ‘What endorsement(s) are you seeking?’ Click ADD.  
• Choose a category, endorsement, and sub-endorsement if necessary.  
• Click Instructional Level – a pop up window will open. 

 



• Click Instructional Level – a pop up window will open. (If the 

window does not open – close Google Chrome. Log back into 
your account using Internet Explorer or Firefox and choose 
Apply for New License, your application will be saved here.) 

• Choose the instructional level for your endorsement (List of 
endorsements / instructional levels) - Click OK - pop up will close. 
 
 
 
 

 
 

Instructional Level 

http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf
http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf
http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf
http://education.vermont.gov/documents/EDU-Licensing_Endorsement_Codes.pdf


• Under Additional Testing Requirements – Click Praxis-II Requirements if 
Praxis II is required (if not the link will not appear) – a pop up window will 
open.  

 
 
 
 
 

• Choose how you will meet the Praxis-II Requirements – click ok. 
 
 

 
 
 
 
 

If you hold a current, non-conditional out of state license from any state 
except New York, Nebraska, New Mexico, North Carolina, South Dakota, 
Wisconsin or a US territory, you do not need to meet Vermont’s 
educator testing requirements; choose “Worked 3 out of the last 7 years 
with non-conditional license in endorsement sought”.  



 

• Under ‘How will you meet the testing requirements?’ Choose how 
you will meet VT’s basic skills test (view our Testing Requirements 
for questions on submitting SAT/ACT/GRE/Praxis I scores to the AOE 
and if your scores qualify). 

• If you hold a current, non-conditional out of state license from a 
state participating in the NASDTEC Agreement; and are applying for 
an educator endorsement, choose “Worked 3 out of the last 7 years 
with non-conditional license in endorsement sought”.  
 
 

 
 
 
 
 
 
 
 
 
 
 Save! 

http://education.vermont.gov/licensing/become-an-educator/testing-requirements
http://education.vermont.gov/licensing/become-an-educator/testing-requirements
http://education.vermont.gov/documents/EDU-Licensing_FAQ_Interstate_Agreement.pdf


• Click Add Education Details and complete the information. 

• If you hold an Educator / Administrator License in another 
state / country, click Add Current License, input your 
information and upload a copy of the license to the 
Document(s). 

 

 

 

 

 

 

 

 

 

 

Education Details and  
Other State Foreign License Information 



Employment  Detail 
• Under Employment Detail click Add Employment 
• Complete the employment section even if you are not employed by a 
school (For educators employed by a district, this will link you to your 
Local/Regional Standards Board)  
•Non-Educational employment – choose other in supervisory union 
dropdown 
•List only ‘Worked From’ start date if you are still employed at the school. 

Also check ‘continuing employment’. Do not enter an end date. 
•Total % FTE is percentage you are employed (full time equivalent) 

Add 
Employment 

Tutorial 

http://education.vermont.gov/documents/EDU-Licensing_Updating_Employment.pdf
http://education.vermont.gov/documents/EDU-Licensing_Updating_Employment.pdf
http://education.vermont.gov/documents/EDU-Licensing_Updating_Employment.pdf


Subject Level and Grade 
• Under Subject and Grade click Add  
• Enter the subject taught / position held as well as the total % FTE (percentage 
you are employed i.e. full time equivalent) 
 
 

 
•Under Grade Limit – Click Grade Level – a pop up will open. Choose the 
grades that you teach / taught, click OK. Click OK again. 



Completed view: education and 
employment details 



 

• You must select a response for each section. You may 
need to submit addition information depending on 
your response.     

• When this step is complete, Save & Go to Next Step 

Complete Good Standing  
Declaration Form 



 
 
 
 
 
 
 
 

• You must select a response for each section. You may need to submit 
additional information depending on your response.     

• When this step is complete, Save & Go to Next Step 
 

Complete the Disclosure Form 



• Complete this section and click Pay Now 
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Attestations 



Non-refundable Application Fee 
• On the Fee Detail screen click Pay Now. You will be redirected 

to our payment gateway. 



Payment Confirmation Email 

• Once your payment has been completed, you will receive an 
email from donotreply@state.vt.us confirming your payment. 

Payment  
Confirmation  

Email 

mailto:donotreply@state.vt.us


Application Submission 
Confirmation Email 

• You will receive an email from VT-AOE-Message@state.vt.us 
confirming your application submission. 

mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us


Confirmation and checklist 



Confirmation & checklist Request CRC 



Checklists Vary by  
endorsement / background / CRC etc. 

• #1 & 2 are reviewed by AOE staff 

• First Aid Certification is required for Physical Education, School 
Nurse, and Associate School Nurse only. 

• CPR Certification is required for Health, Physical Education, 
School Nurse, and Associate School Nurse only. 

• Print the ‘Authorization to Release Criminal Record Check 
Information’ form if you have completed a background check 
through your supervisory union. Sign and give the form to 
your supervisory union that holds your CRC. 

• Letter of continuous employment is required only for 
employment verification to verify teaching 3 out of last 7 years 
under permanent license in endorsement sought.  

• Transcripts (See Slide 29) 

• Review exam data is reviewed by AOE staff 



Checklist Continued 
• Resume - Click document(s) and upload a current resume 
• Review testing requirements for Praxis Core Tests is reviewed by 

AOE staff 
• Others – Is any additional information you would like to include 
 

Processing 
o Agency staff review your application for completeness.  
o Licensing Specialists will email you using the preferred email on 

record to request additional information if needed. Please check this 
email frequently. 

o Application processing takes 6 – 8 weeks to complete. 
o Application status: Will be available 30 days after applying. (Call 

center services are only available for applications over 30 days.) 
o Please note that Licensing Specialists cannot speed up the process of 

your application.  



• Official College transcripts are required and should be sent 
to the Office of Educator Licensing – Vermont Agency of 
Education.  

• Electronic transcripts may be sent to 
AOE.LicensingInfo@state.vt.us  

• Paper – in a sealed envelope from institution of higher 
education 

• Licensing Specialists will upload the transcripts into your file 

• When a transcript arrives at the AOE, you will be notified via 
email 

Transcripts  

mailto:AOE.LicensingInfo@state.vt.us


 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

AOE approval- Request of final 
payment 

Once your application has been approved, you will receive an email from  
VT-AOE-Message@state.vt.us requesting that you logon and complete your 
payment. 

mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us
mailto:VT-AOE-Message@state.vt.us


Login to your ‘ALiS’ account 

If you want a formal copy of your License there is an additional fee of $10.00. Choose 
yes and click Pay Now.  

Click View Pending Online Application(s) 
Click Pay Now  



The Fee Details screen displays the total cost for your license. Click Pay Now. 
 
 
 
 
 
 
You will be redirected to our payment gateway.  



Payment Confirmation & Email 
• Once your payment has been completed, you will receive an 

email from donotreply@state.vt.us confirming your payment. 

Payment  
Confirmation  

Email 

mailto:donotreply@state.vt.us


PRINT a copy of your license  
Once you receive confirmation from the AOE; Log in, you will be 
brought to your home page; click on ‘Print License Details’  
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• Click on ‘open’ in this message 
This information is generated directly from the Vermont Online Licensing 
System for Educators, shows current educator credentials, and is current in 
real time.  
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Formal License 



• Use the Educator Help Guide 

 

 

 

 

 

 

 

 

• Contact the Licensing Office  
• AOE - Alis ED Licensing  at AOE.AlisEDLicensing@state.vt.us  
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Questions?? 

Click here 

to get help 

mailto:AOE.AlisEDLicensing@state.vt.us

